
Guidance for: 
 Applicant Information  

1 7/24/2014 

Applicant information is required for all ezFile filings.  Once 
you have provided your applicant information, it is available 
in the system for re-use in other filings. 
 
A group, club, organization, or individual must provide the 
following: 
 

•  Name 
•  Address 
•  Phone number 
•  Contact Person  
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Applicant information:   

Select previously entered applicant 
information or if new ezFile 
applicant, add your information. 

Applicant Information 
(Includes name, address, phone) 

! άǇŜƴŎƛƭέ ƛƴŘƛŎŀǘŜǎ ŘŜǘŀƛƭǎ ǿƛǘƘƛƴ ǘƘŜ ǎŜŎǘƛƻƴ 
ƴŜŜŘ ǘƻ ōŜ ǇǊƻǾƛŘŜŘΦ  ! άŎƘŜŎƪ ƳŀǊƪέ ƛƴŘƛŎŀǘŜǎ 
all details have been provided. 
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Name is in System 

Select name in the table, then 
άbŜȄǘέ 

Select address in table then 
άbŜȄǘέ 

Select phone number in table, 
ǘƘŜƴ άbŜȄǘέ 

Select Contact in table, then 
άbŜȄǘέ 

Done 

Name is Not in System 

{ŜƭŜŎǘ ά!ŘŘ bŜǿέΣ ǎŜƭŜŎǘ ŎǳǎǘƻƳŜǊ ǘȅǇŜΣ ŀŘŘ 
ƴŀƳŜΣ ǘƘŜƴ ǎŜƭŜŎǘ ά5ƻƴŜέΣ ǘƘŜƴ  άbŜȄǘέ 

{ŜƭŜŎǘ ά!ŘŘ bŜǿέΣ ŜƴǘŜǊ ŀŘŘǊŜǎǎ 
ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ǎŜƭŜŎǘ ά5ƻƴŜέΣ ǘƘŜƴ 

άbŜȄǘέ 

{ŜƭŜŎǘ ά!ŘŘ bŜǿέ ŜƴǘŜǊ ǇƘƻƴŜ ƴǳƳōŜǊΣ 
ǘƘŜƴ ǎŜƭŜŎǘ ά5ƻƴŜέΣ ǘƘŜƴ άbŜȄǘέ 

{ŜƭŜŎǘ ά!ŘŘ bŜǿ /ƻƴǘŀŎǘέ ŜƴǘŜǊ ŎƻƴǘŀŎǘ 
ƛƴŦƻǊƳŀǘƛƻƴΣ ǘƘŜƴ ǎŜƭŜŎǘ ά5ƻƴŜέΣ ǘƘŜƴ 

άbŜȄǘέ 

Data entry sequence for 
Applicant Information  

Review Review 

or 
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Begin by Searching 

Everyone must start by 
searching the database. 

{ŜƭŜŎǘ ά!ŘŘέΦ 

Navigation buttons to 
move forward and back 

through the forms. 

{ŜƭŜŎǘ ά!ŘŘέ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ȅƻǳǊ ƴŀƳŜ ƻǊ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ 
club or organization you are representing. 
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Search Names 

Select the row that 
contains your information 

OR 
if you are not found,  
ǎŜƭŜŎǘ ά!ŘŘ bŜǿέΦ 

THEN select  
άbŜȄǘέΦ 

Review results to find your name or the name of the club or 
ƻǊƎŀƴƛȊŀǘƛƻƴ ȅƻǳ ŀǊŜ ǊŜǇǊŜǎŜƴǘƛƴƎΦ  LŦ ȅƻǳ ŀǊŜ ƴƻǘ ŦƻǳƴŘΣ ǎŜƭŜŎǘ άAdd 
NewέΦ 

Type at least 3 letters to 
search for yourself, your 

organization or your club, 
ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ά{ŜŀǊŎƘέΦ 
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Add New:  Customer Type 

Select the appropriate 
option and then enter the 

name. 
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Select an existing address 
ƻǊ ά!ŘŘ bŜǿέΦ 

Add New: Customer Address 
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Select an existing phone 
ƴǳƳōŜǊ ƻǊ ά!ŘŘ bŜǿέΦ 

Add New: Customer Phone Number 
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Select an existing contact 
ƻǊ ά!ŘŘ bŜǿέΦ 

Add New:  Customer Contact Person 
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Add New:  Completed 

¢ƘŜ ƎǊŜŜƴ άŎƘŜŎƪ ƳŀǊƪέ  
indicates you have 
entered all of the 

necessary applicant 
information.   

You can now proceed to 
the Primary and 

Additional Application(s) . 

 


